11i July 2003

Module 11
Chapter 3
Initiating a Pre-Complaint

Chapter Overview

Introduction This chapter explains the process of initiating a complaint in the pre-
complaint stage.
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Initiating a Pre-Complaint

Accessing the Complaints Window

Step

Action

1

Navigation Path—. Complaints Tracking — EEO Complaints
Tracking — <Open>. The Find Complaints Window opens to
allow querying an existing complaint or enter a new complaint. (If
you want to query a complaint, enter one or more of the items in
the data fields and click <Find>.

Note: If you input data in the Stage data field, it opens all the
records in that stage, e.g., if you input Pre-Complaint, it opens all
the Pre-Complaint records; and if you input Formal Complaint it
opens all the Formal Complaint records.

B2 Find Complaints

To locate an Inactive
Complaint, remove the
check mark from the
Active Check Box.

dated  Actiy

ated Wi

2
Clear (B)

In the Find Complaints window, click the <New> button and the
Complaints Window opens with the Complainant Alternate

Region data fields.

% Complaints

Complainant

Employment Status | Handicap Code |

Appointrment Type | Race/Mational Crigin |

Agency/Subelement | Wark Schedule |

Org Structure 1D |

Personnel Office 1D |

Position Title |

Occupational Series |

Fay Plan - Grade |

Caorrective Actions Appeals

Contact Info
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Initiating a Pre-Complaint, continued

Completing the Complaints Window

Step Action
1 There are three areas on the Complaints Window.
Section Description
Header e Docket
e Stage

Complainant Name
Social Security Number

Region There are three regions in a pre-
complaint :

e Pre-Complaint (Captures basic
information, e.g., date the
alleged discrimination incident
occurred.)

e Pre-Complaint Counsel
(Complainants can choose
traditional counseling or the
Alternative Dispute Resolution
(ADR) Process.)

e Pre-Complaint Closure
(Settlement results can be
captured, as well as
complainant’s claims, the basis
for the claims, and related
incidents.)

Complainant People
Claims

ADR

Corrective Actions
Appeals

Agency Appeals

Person

e Contact Information

Taskflow Buttons

Continued on next page
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Initiating a Pre-Complaint, continued

Header Information

Step

Action

1

On the Complaints window, enter the header information.

Data Field Action
Complainant Name | Use the LOV or type in the name of the
person who initiated the complaint.

Social Security The Social Security Number auto

Number populates when a name is selected if it
exists in the database

Stage Use the LOV to select Pre-Complaint.

Note: The docket # will generate once the work session is saved.

Complainant Alternate
Region

Step

Action

1

In the Complaints Window, the Complainant Alternate Region
populates when you select a Complainant Name in the header
from the LOV:

&= Complaints -

Complainant || Pre-Complaint | Pre-Complaint Counsel | Pre-Complaint Closure | Offices | Formal Complaint

Employment Status | Handicap Code ‘

Appointment Type | Race/Mational Origin ‘

Agency/Subelement | Wark Schedule ‘

Oryg Structure D |

Personnel Office ID |

Pasition Title |

Occupational Series |

Pay Plan - Grade |

Complaint People ADR Corrective Actions Appeals
Agency Appeals Cantact Info

Click the tabs to utilizes the Alternate Region, i.e., the Pre-
Complaint Alternate Region.

Continued on next page
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Initiating a Pre-Complaint, continued

Pre-Complaint Alternate
Region

Step Action

1 The Complaints window opens with the Pre-Complaint Alternate
Region data fields.

Pre-Complaint

Dates

Information Inguiry | Pre-Carplaint Description

Pre-Complaint Initiated

Alleged Incident .
Rights/Resp Letter lssued
Rights/Resp Letter Recvd

Pre-Complaint Election |

Alleged Discrim Crg |

Class Agent |

2 Enter the Dates in the Pre-Complaint data fields by tying them in
or use the LOV to select the correct date. Type a description in the
Pre Complaint Description data field (up to 2,000 characters).

3 Save your work.

4 Click the <Claims> Taskflow Button and complete the Claims
Window to enter details on Claims, Bases, and Incidents.

Continued on next page
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Initiating a Pre-Complaint, continued

Claims Alternate Region

Step

Action

1

The Claims window opens.

~ Claim

Claim Date

. _

L L L L

I

Statute

The Claims window can contain multiple occurrences in the
Claim, Bases, and Incidents areas.

Data Fields

Description/Action

Claim

Click the LOV icon to select a Code &
Description. Click the<OK> button.

Claim X

Description

Assignment of Duties
30 Awards
40 Conversion ta Full Time
a0 Disciplinary Action (Demotion)
B0 Disciplinary Action (Reprimand)
70 Disciplinary Action {Suspension)
a0 Disciplinary Action {(Removal)
90 Disciplinary Action {Other)
100 Dty Hours
110 Evaluation ! Appraisal
120 Examination f Test
130 Harassment {Mon Sexual)
140 Harassment {Sexual)
140 Medical Examination
160 Pay Including Overtime
170 Fromaotion / Mon Selection
180 Reassignment {Denied)
180 Reassignment {Directed)
200 Reasonable Accommodation
210 Reinstaternent
220 Retirament
230 Termination
240 Terms f Canditions of Employme
240 Time and Attendance
260 Training

Other

D |
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Initiating a Pre-Complaint, continued

Claims Alternate Region (continued)

Step Action
Data Fields Description/Action
Claim Date Type in the correct date or use the LOV
and click <OK>,
Phase Use the LOV to select the Phase and click
<OK>,

Description
Pre Complaint
Farmal Complaint

Both Pre Complaint and Farmal Complaint

|
Mixed Check the box, if mixed.

Claims Source | Place your cursor in the Claims Source
Column. Click the LOV and
“Complainant” automatically populates.
Accept/Dismiss | If known, use the LOV make a selection:

AG

Dismiss

-

3

Accept/Dismiss Use the LOV or type in the information.

AJ
AG Appeal Select Yes or No from the LOV or type in.

3 e If there is more than one Claim, put the cursor in the space
below the first Claim and complete the information in the
columns.

o If all lines are full, click the green plus icon E on the
Toolbar to add another blank line.

Continued on next page
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Initiating a Pre-Complaint, continued

Bases Alternate
Region
Step Action
1 In the Claims window, complete the data fields in the Bases
Alternate Region.
Basis Walue Statute AG Al
Il = | [ [
| | | rr
| | | r
| | | r
| | | T
Data Fields Description/Action
Basis Use the LOV to select the Basis of the action
and click <OK>.
| Description
Colar
Disahility
Equal Pay
Mational Crigin
Outside Purview
Race
Religion
Reprisal
Sex
Lnknown
1] »
Value Use the LOV or type in the information.
Statute Statue will automatically populate after
selecting a Basis
Findings — AG | Use the LOV or type in the information.
Findings - AJ | Use the LOV or type in the information.
2 If there is more than one Basis, complete the appropriate date fields
as required

CATS: Initiating a Pre-Complaint
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Initiating a Pre-Complaint, continued

Incidents Alternate
Region

Step Action
1 Click the Incidents tab.

Acknowledged

~Incident Date  Description Amended Date Date
_ | |
| | | |
| | | |
| | | |

| | | |

2 Input a date, or use the LOV to select a date, in the Incident Date
data field.

April 2003

T

8 9 1 N
15 16 17 1B

22 23 M4 25
29 w1 2
B 7 8 9

30-APR-2003

Cancel

3 Enter a description of the Incident in the Description data fields.
4 Enter dates in the Amended and Acknowledged Date data fields.

Continued on next page
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Initiating a Pre-Complaint, continued

Alternative Dispute
Resolution (ADR)
Taskflow Button

Step

Action

If the complainant chooses Alternate Dispute Resolution click the
<ADR> button

ate Startec

Date Ended

e que

Complete the data fields.

Data Fields Description/Action

Stage Utilized Use the LOV to select the stage and
click <OK>.

Date Started Type in the date or use the LOV.

Date Ended Type in the date or use the LOV.

Resource Use the LOV to select the
Resource and click <OK>.

Technique Use the LOV to select the
Technique and click <OK>.

Outcome Use the LOV to select the Outcome
and click <OK>.

Save your work.

Continued on next page
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Initiating a Pre-Complaint, continued

Pre-Complaint Counsel
Alternate Region

Step

Action

1

Click the Pre-Complaints Counsel tab, the Complaints window
opens with the Pre-Complaint Counsel Alternate data fields.

Cormplainant T F‘re—CompIaintT Pre-Complaint Counse\I Pre-Complaint CIosureT Oﬁ’\cesl Formal Cumplaint-]

Dates

Counselor Assigned | |—

Initial Counselor Interview

Counseling Extension Letter

Anonymity Requested
Traditional Counsel Outcome

Enter the Dates in the Pre-Complaint Counsel Alternate Region
date fields.

In the Anonymity Requested data field, use the LOV to select
“Yes” or “No”.

In the Traditional Counsel Outcome data field, select from the
LOV.

Save and Exit.

Continued on next page
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Initiating a Pre-Complaint, continued

Pre-Complaint Closure Alternate
Region

Step Action

1 Click the Pre-Complaint Closure tab
Complainant I Pre-CompIaimI Pre-Complaint CounseIT Pre-Camplaint ClosureI Ofﬁcesl Farmal Complaint

Dates

Final Intarview ’7|7

RTF Received by Compl-Rep ’7
Pre-Complaint Closed ’7
Counsgelor's Report Submitted ’7

Pre-Complaint Closure ‘

2 Enter the Dates in the Pre-Complaint Closure Alternate Region

Data Fields.
3 Enter a description in the Pre-complaint Closure Data Field.
4 In the Pre-Complainant Closure Alternate Region, scroll down to

the next region, e.g., the Offices Alternate Region.

Continued on next page
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Initiating a Pre-Complaint, continued

Offices Alternate
Region

Step Action
1 Click the Offices tab.

| Cornplainant T F‘re—CompIaint] Pre-Complaint Counsell Pre-Complaint ClosureI Oﬁ'lcesI Formal Complamt-]

Servicing
HR Offica | [~

EEOQ Ofice |

Serviced

Crganization

2 Type the required data in the Offices Alternate Region data fields
or the LOV and select the correct information.

3 Save your work and EXxit the screens.
4 Exit the application if you have completed all your work.
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